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RECORDS STORAGE & 
RETRIEVAL TRAINING 
JPL Library, Archives, and Records Section 273          

 
 
 
CLASS DESCRIPTION:  
 
Learn the “secrets to success” for storing and retrieving your inactive 
records with our off-site records vendor, American FileSafe. 
 
Register at http://hr/et  
 
 
KEY OBJECTIVES: 
  
You will learn how to:  
 

 Order and pack the correct records storage boxes  
 Complete and submit a storage request 
 Retrieve and return requested records 
 Find help when needed 

 
 

SCHEDULE AND LOCATION: 
  

 Location:        111-117 Conference Room  
 Class Dates:  October 8, 2008 
 Time:              9:00AM-10:00AM  
 Total Hours:   1.0  
 Instructor:       Records Staff  

 
 
 

 
 
For more information, call Records Management Group- X4-5469.  
 
 
 
                Visit our web-site at http://beacon 
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